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How to Create a WIOA Application in CalJOBS 
 
This section describes how to create a new WIOA Application in CalJOBS step by step. 
 
For Staff Access and how to Register a Jobseeker, please refer to Help Sheets 1 (How 
to Access CalJOBS) and 2 (How to Register a Jobseeker in CalJOBs). 
 
Creating a WIOA Application: 
 

1. To find an individual, search for the participant using a unique identifier such as 
SSN or username by clicking “Assist a new Individual”, otherwise navigate 
towards the left navigation panel and click on the participant’s name located on 
the top portion of the bar under the Currently Managing yellow tab. 
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2. Once you click on the participant’s name, you will notice that the system will 
show a series of folders containing links within the each folder. These folders will 
help the user access other parts of the system. To create a new WIOA 
application, navigate towards the Case Management Profile link under Staff 
Profiles. If the folder appears collapsed, you may expand it by clicking on the (+) 
icon located to the left of the folder name. 

 
 

Expanded view of the system folders  

 
 
 
 

Click on the (+) icon located to the left of the folder name 

 
a. Once you expand the Case Management Profile folder, locate and click the 

Programs link (note that both the folder name and link are now in red font, this 
indicates that you are currently in that particular section of the system), the 
system will now show a container right under the system folders with links to 
the different Federal Programs that CalJOBs currently supports.  



 
 

 

 4 

Los Angeles Community and Senior Services 2015 

 

 
 

The links to all the available programs are shown above. 

 

3. Next, locate the Workforce Innovation and Opportunity Act (WIOA) Program link, 

you can expand this link by either clicking the (+) located on the left side of the 

link, or by clicking directly on the link. The Create Workforce Innovation and 

Opportunity Act (WIOA) Program link appears. 

 

 

 

 

4. Click on the Create Workforce Innovation and Opportunity Act (WIOA) Program 
link to open a new WIOA application.  
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Please note that if there is currently an open application from another agency under LA 
County or if an existing application has not yet been exited, you will get the following 
system error. If the individual has an open application under our LWIA, you must work 
under the existing application through co-enrollment with the agency. 
 
 
 
 
 
 
 
 
 
 
 

5. A new application opens. The WIOA application is an 8-tab process. In the Start 
Tab, you will need to enter the application information such as application date, 
Eligibility information (if the participant is applying for Intensive services), agency 
code and Office Location (Note: Under WIOA, eligibility for each of the WIOA 
formula grants must be entered separately). 
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a. Check the applicable Eligibility box if participant is applying for such service 

and enter the eligibility date.  
(Note: If you do not enter an application date and eligibility date, you will not 
be able to continue the application.) 

 
 
 
 
 
 

b. Select the agency code by clicking on the Agency Code Search link. In the 
search field, type “LAO” to bring up LA County agency codes. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

c. Select the appropriate Office Location from the dropdown list. Please note 
that the Local Area/Region will always be Los Angeles County Department of 
Community, and Senior Services. 

 

Clicking the link of the Agency Code 

Search field will bring up this window. 

Click on the Search button. 

Make sure to select the agency with 

the “LAO” preceding the name of the 

agency. 

(Note: Although the system does 

not require to input the agency 

code, LA County requires all 

agencies to input agency codes.) 
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*Please make sure to select the correct Office Location that contains “WIOA” preceding 
the agency name, i.e. WIOA – Antelope Valley – AJCC. 
 

d. Select the Case Manager for the participant. Click Next. 
 

 
 
 
 
 
 
 
 
 

 
 
 
 

6. Complete the Contact Information tab for the individual. Click Next.  
 

 
 

 
 
 
 
 

Click the Assign Case Manager link to assign a 

staff member. 

Clicking Exit Wizard will exit out of the application 

form without saving changes. 
Click Next to save entered information and 

continue to next page. 

(Note: Although assigning a 

case manager is optional in 

the system, LA County requires 

all individuals to have a case 

manager.) 
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a. Verify that the Contact information is correct. Make certain that the SSN and 
Address are verified by clicking on the Verify link located under the SSN field and 
under the Country field respectively. Select the appropriate documentation for 
verification. 

 
b. Verify that the mailing information is correct. Add Alternate Contacts if applicable. 

To create an Alternate Contact list, click on the Manage Alternate Contact(s) link 
located above the Contact List section. 
 

 
 
 
 

c. When done completing the second page of the WIOA application, click next to 
save the information and proceed to the next screen.  

 
*If you must go back to the previous screen, use the              button located at the 
bottom of each page. Do not use the back button from the browser as the information 
that was just entered will not be saved. 
 
*Selecting the                                            box will save the information up to that 
particular point in the application if you need to work on it at a later time. 
 
 
 
 
 
 
 

Click on the Add New Contact button to add a 

new contact. When done, click Save. 
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7. Verify and enter any missing information on the Demographic Information page. 

Click Next. 
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8. Enter and verify the participant’s Veteran Information. Click Next. 
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9. Enter and verify any employment information in the Employment tab. Click Next. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note: You will see the dislocated 

worker category when the individual 

is eligible for dislocated worker 

eligibility. 
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10. Enter and verify the participant’s education information in the Education tab. Click 
Next. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

11. Enter the public assistance information on the Public Assistance tab. Click Next. 
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12. Enter and verify the participant’s barriers in the Barriers tab. Click Next.  
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13. Enter and verify the participant’s family income information in the Family Income 

tab. Click Next. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

14.  Complete the Miscellaneous tab. Click Next. 

 

(Note: Click on the income 

table link for help on income 

guidelines.) 
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15.  In the Eligibility and Grants tab, you will have the opportunity to see the eligibility status 

for your participant. Also, here’s where you specify if the participant is to be enrolled for 

locally funded grants or other special grants. Click Finish when done. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Eligibility status table.  

Checking any of these 

Inactive boxes will render the 

participant ineligible for that 

particular WIA program.   

If you want to add a case note 

you may do so by clicking 

“Add a new Cast Note” at the 

bottom of the tab. 

The WIOA Grant Eligibility 

section is automatically 

prepopulated based on the 

information from the previous 

tabs. You may specify if 

additional grants are necessary.  

The Priority column will 

have the acronyms 

listed on the last row. 

(VET,BSD,PA,LI,SLP) 

Checking any of these 

inactive boxes will render 

the participant ineligible 

for that particular WIOA 

program. 


